SECTI ON 1.

RULE 1
LEAVES OF ABSENCE

AUTHORI ZATI ON, PURPOSES, AND CONDI T1 ONS:

1.1

1.2

1.3

1.4

1.5

SECTI ON 2.

Leaves of absence may be made by the appointing
authority and shall be made when required by |aw or
these rules, to enployees working in the classified
service, provided all such | eaves shall be granted and
used in accordance with the provisions and subject to
t he purposes and conditions as hereinafter provided.

Al'l said | eaves shall be issued in witing and shall
set forth the effective dates and purposes thereof.
A signed copy of each such |eave shall be furnished
the board within fifteen (15) days of its effective
date by a person having |legal authority to grant and
sign such | eaves; provided, however, this shall not
apply to rule 4. 2.

The right to regulate the time at which any enpl oyee
may take an annual | eave, or any other which is not
beyond the control of the enpl oyee, shall be vested at
all times with the appointing authority. (Sec. 25,
Act 102 of 1944).

No | eave shall be granted to or used by an enpl oyee in
the classified service for the purpose of such
enpl oyee engagi ng hinmself in other enploynment during
his regularly assigned working hours. Any change of
hours made for the purpose of evading this provision
shal |l be considered a violation thereof.

The board expressly reserves the right to investigate
and set aside any |leave granted or used contrary to
t he provi sions and purposes of these rules or to take
any other action it deems necessary or proper under
the authority and provisions of Act 102 of 1944.

VACATI ON LEAVE:

2.1(a)

Each enpl oyee in the police departnent shall receive
vacation as follows: Enmployees with one (1) to three
(3) years of service shall receive fifteen (15) days
pai d vacati on per year. After conpletion of three (3)
years of service, each enployee will receive eighteen
(18) days paid vacation per annum with one (1)
addi ti onal day of paid vacation per year of enploynent
thereafter for a total of, but not exceeding, thirty

(30) days paid vacation per year. The number of
vacati on days an enployee is entitled to will include
only actual working days. Regular days off that occur
during the vacation period wll not be counted as

vacation time. Each enployee shall have the option of
taking his vacation one day at a time or all at one
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time, with the approval of his supervisor. Those
enpl oyees having the greatest seniority shall have
first choice of their vacation date; if they have not

chosen a specific date in a prescribed tine, then it
shall be first come, first served basis.

Each enployee in the fire departnment shall receive
vacations as follows: Enployees with one (1) to three
(3) years of service shall receive five (5) shifts
pai d vacation per year. Enployees who have conpl et ed
three (3) years of service shall receive six (6)
shifts paid vacation per year. Enpl oyees who have
conpleted six (6) years of service shall receive seven
(7) shifts paid vacation per year. Enployees who have
conpleted nine (9) years of service shall receive
eight (8) shifts paid vacation per year. Enployees who
have conpleted twelve (12) years of service shall
receive nine (9) shifts paid vacation per year.
Enmpl oyees who have conpleted fifteen (15) years of
service shall receive ten (10) shifts paid vacation

per year. I f your anniversary date falls within the
cal endar year, after one (1) full year of service,
this year shall count in conputing vacation time. |If

an enpl oyee wants to split vacation, they shall take
five (5) shifts at the beginning and the remainder
after all others have scheduled their vacation. A
shift shall be twenty-four (24) working hours--the
split shift on Tuesday and Wednesday shall be one half
() shift. A person shall not be entitled to any nore
wor ki ng days/shifts off than wunder the previous
pr ovi si on.

Any regul ar enpl oyee whose enploynent relations are
term nated after the first twelve (12) nonths of any
cal endar year shall be given the full fifteen (15)
days vacation | eave. Any such enpl oyee whose services
are term nated before the expiration of the first six
(6) nonths of any respective cal endar year shall not
be given vacation |eave for that year. Each such
enpl oyee, whether his enploynment relations are
termnated during the first or Jlast half of a
respective cal endar year shall be given all vacation
| eave accrued and wunused, if any, for the year
preceding termnation. If said relations are
term nated because of the death of such enployee the
ampunt of said | eave shall be paid to the enployee's
wife, if married, if not, to his estate.

SI CK LEAVE:

3.1

Each enployee regularly and permanently enployed in
the Classified Service shall be entitled to not |ess
than fifty-two weeks of sick leave with pay in
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conpliance with Act 481 of 1948. Sick |eave shall be
granted any enployee because of his own illness or
actual incapacitation or because of his being exposed
t o cont agi ous di sease under circunstances in which the
heal th of enpl oyees with whomhe associ ates or nenbers
of the public necessarily dealt wth mght be
endangered by his attendance on duty, on witten
advi ce of a physician that such | eave be granted. The
request shall be submtted to the chief of the
departnment and said request then be forwarded to the
Civil Service Board for consideration.

Before an enpl oyee on sick |eave returns to work the
appointing authority shall inquire into the recovery
of the enployee from his sickness or other incapacity
and in this connection nmay require reports or
statenments from the enpl oyee's attending physician,
and/ or have the enployee examned by a physician
desi gnated by the appointing authority. Nat ure of
illness shall be filled in on Duty Rel ease Form

Not hing herein is intended to limt the appointing
authority's continuing right at any time and fromtinme
to tine to have an enpl oyee exani ned by a physician
desi gnated by the appointing authority, whenever the
appoi nting authority determ nes such procedure may be
in the public or departnental interest.

An enpl oyee shall report his absence and nature of
illness to his/her supervisor prior to the beginning
of the shift fromwhich he will be absent.

to beconme effective 10-11-78.

SPECI AL LEAVE W TH PAY, W THOUT PAY, OR W TH REDUCED

PAY:

An appointing authority may, upon witten request of
any regul ar enployee, and with the prior approval of
the board, grant such enployee a special |eave of
absence for a period not to exceed eighteen (18)
nmont hs whenever such |eave nmay be granted with or
wi t hout pay, or with reduced pay, as the circunstances
may warrant, only with the witten approval of the
board. \Where any enpl oyee does not return to work at
the expiration of such |eave, he shall be considered
as having resigned his position.

Special leave with pay shall be granted by the
appointing authority to regular enployees for the
pur pose of attending city, district, state, national,
or international neetings of enployees' occupational
or gani zati ons. Under no circunmstances shall such
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| eaves be granted to nore than ten (10) nenbers of
each departnent at a given tine, and such | eaves shall
be limted to thirty (30) days.

M LI TARY LEAVE

5.

5.

1

.2

3

.4

.5

Al'l  enmpl oyees under the jurisdiction of this Board
shall always be granted such l|eave for mlitary
purposes and related rights as the Cty my be
required to grant as a matter of |aw under all
applicable local, state and federal |aws regarding
mlitary service.

In addition to such tine off as may be required by | aw
to be granted for mlitary duty, the appointing
authority is authorized at his discretion to grant
such additional mlitary | eave as particul ar enpl oyees
may reasonably request and as the appointing authority
may determine to be possible wthout undul y
di m ni shing the ability of the departnment concerned to
provide the adequate protection for the people and
property of the City.

Enpl oyees in recognized mlitary services are entitled
to | eave of absence fromtheir respective duties with
the City without |oss of pay, tinme, annual |eave, or
efficiency rating, whenever and to the extent that
they are required by law to spend and do in fact spend
the time on duty with troops or at a field exercise,
or for instruction, for periods not to exceed ten (10)
wor king days in any one calendar year, and when
relieved from duty they are to be restored to the
positions held by them when ordered to duty, all to
the extent and in the manner required by Act 349 of
1938 of the Louisiana Legislature.

Except as may be otherw se now or hereafter required
by law, after an enpl oyee has been rei nbursed for the
maxi mum ten (10) working days of lost tinme in any one
cal endar year under the preceding paragraph, all
additional time off on mlitary |eave of whatever
duration during the remainder of that cal endar year
shal |l be w thout pay.

In inplementing these mlitary | eave rul es:

(a) An enployee may, with the prior approval of the
appointing authority, charge any mlitary |eave
time for which he/she would not otherw se be
entitled to pay hereunder against vacation tine
or holiday time, if any, that he/she may then
have remaining in that cal endar year; and
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(b) An enployee nmay, with the prior approval of the
appoi nting authority, exchange work assignnments
w th another enployee qualified to do his/her
work, in order to avoid mssing time fromwork in
order to neet mlitary duty requirenents so | ong
as the change of work assignnent does not cause
either enployee's work week to exceed forty
hours.

(c) The work "day" nmeans a normal shift and an
enpl oyee regularly scheduled to work around the
clock twenty-four (24) hours a day (for exanple,
afirefighter) shall be allowed to take a maxi num
of five (5) twenty-four (24) hour work shifts for
each cal endar year with pay.

This rule to beconme effective 01-01-79.
SECTION 6. LEAVE W THOUT AUTHORI TY
6.1 The absence of any enployee, without first obtaining
a witten | eave in accordance with these rules, may be
covered by an authorized | eave upon the return of such
enpl oyee, provided the conditions of his absence
warrant such action; if not, disciplinary action my
be taken agai nst any such enployee for the infraction
of these rules. |[If subsequent |eave is not granted,
and disciplinary action is not taken, the appointing
authority shall immediately report the matter to the
boar d.
SECTION 7: FAM LY MEDI CAL LEAVE

Each full-tine enployee of the classified service
after having served one (1) year, shall be entitled up
to twelve (12) weeks of unpaid | eave, w thout credit
for depart nment al seniority when appropriate
docunmentation is supplied to the Appointing Authority
for those reasons provided by Public Law 103-3 (Fam |y
and Medi cal Leave Act of 1993).

An enployee will be required to first exhaust any or
all conpensatory time and any or all accunul ated | eave
time before being granted wunpaid I|eave without
seniority.

RULE 2

HEARI NG PROCEDURE RULE
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SECTION 1. PURPOSE:

These rul es are pronulgated to provide a nmethod of procedure in
matters before the board.

SECTION 2. PETI TI ON:

(a) Requests for action by the board of any kind (herein called
"petitions") nust be in witing and filed with the
secretary of the board within the tine permtted by | aw

(b) The formof the petition shall include the follow ng:
(1) Petitioner's nanme, address, and tel ephone nunber.
(2) Petitioner's classification and job, if petitioner is
a classified enployee.
(3) The facts conpl ained of or relied upon.
(4) What the board is requested to do.
(5 A reference to the statutory provision or other

authority relied upon for relief, if the petitioner
has this know edge.

(6) The petition may al so i nclude any other information of
which the petitioner has know edge which would help
t he board understand what action petitioner wants the
board to take and petitioner's reasons therefor.

(c) The board prefers that all docunents filed with it be on
|l etter size paper and typewitten. However, if this is a
burden on any enpl oyee, the board will accept his petition
i n | onghand.

(d) Al filings should be made with the secretary of the board.

(e) The petition shall be presented to the board in six (6)
copi es.

SECTI ON 3. PREHEARI NG PROCEDURE:

(a) Upon receipt of a petition the secretary of the board shall
note thereon the date and hour of its receipt and shall
pronmptly distribute copies to each of the board nenbers and
to the appointing authority.

(b) If a petition is not filed within the time fixed by | aw,
the board will not consider it.

(c) The appointing authority may file an answer to the
petition. If an answer is filed, it should be filed with
the secretary of the board at |east seventy-two (72) hours
prior to the date of the hearing. The appointing authority
shall mail a copy of its answer, if any, to the petitioner
or his attorney.
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If in order, the board will set the matter for hearing as
required by law and advise the petitioner and the
appointing authority at |east 10 days in advance of the

date, time, and place therefor. Upon request, the
secretary of the board will give this information to any
classified enployee and will permt any cl assified enpl oyee

to read the petition and answer at a nutually conveni ent
time.

As a general rule, testinony at board hearings is not
transcri bed. Accordingly, if either the petitioner or the
appointing authority desire to make the necessary
arrangenents to have the testinony taken and transcri bed at
their own expense, notice of such fact nust be given to the
board at | east 5 days prior to the date set for the hearing
in order that the board may name an official reporter for
t he heari ng.

Petitioning enployees are requested not to contact board
menbers individually, either before or after the hearing,
except in unusual circunstances. However, this is not
meant to prevent a petitioning enployee's discussing the
matter at any tinme with his service representative on the
board for any purpose what soever.

If petitioner will be represented at the hearing by an
attorney, he is requested to notify the secretary of the
board of that fact as soon as possible, preferably at | east
3 days before the hearing. Upon receipt of such
information, the secretary shall so advise the board
menbers and the appointing authority.

Any other enployee who will be adversely affected by a
deci sion of the board either for or against the petitioner
may request perm ssion to intervene and participate in the
proceeding or to appear and state his position. | f
possi bl e such requests should conply with the requirenents
set out in Section 2 above insofar as they are applicable,
and should be filed at | east 3 days before the date fixed
for the hearing, but the board reserves the right to hear
anyone who wants to be heard at the hearing. The all owance
of a particular intervention shall rest in the board's
di scretion exercised in good faith. Any enployee who does
not make known or attenpt to make known his position at the
hearing may be considered to have waived his right to
conplain |ater about the board's decision and the
consequences thereof as they may affect him

ON 4. HEARI NG PROCEDURE:

(a)

The appearances of all parties (petitioner, interveners,
appointing authority) and their respective attorneys, if
any, shall be noted for the record.
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(b) All persons who will offer testinony or nmake statenments of
fact during the hearing shall be duly sworn.

(c) Insofar as practicable the parties will proceed in the
follow ng order, except as the board may ot herw se direct:
(1) Appointing authority
(2) Petitioner
(3) Interveners
(4) Appointing authority in rebuttal.

(d) Docunentary evidence shall be appropriately marked for

identification by the secretary of the board, or sone ot her
person desi gnated for the purpose by the presiding officer.

(e) At the conclusion of the hearing, the board may, in its
di scretion, hear oral argunent, inmposing such tinme limts
as it deens appropriate. If the proceedings are being
transcribed by an official reporter, the oral argunent
shall be transcribed and bound with the transcript of
testi nony.

(f) The board may permt or require the filing of briefs, in
whi ch event, unless otherw se ordered by the board, briefs
shall be filed with the secretary of the board by all
parties sinultaneously on or before the 7th day follow ng
conclusion of the hearing. Briefs should contain:

(1) A concise statement of the case;

(2) A summary of the evidence relied upon;
(3) A clear statenent of the relief sought, wth the
reasons and authorities therefor;

(4) |If desired, proposed findings of fact; and

(5) |If desired, a proposed form of order.
Unl ess otherw se indicated at the hearing, the board will then
proceed to decide the matter without waiting for reply briefs,
al though the board will consider any reply briefs which are

received by it in tinme to assist in its decision.

SECTION 5. DECI SI ON

(a) The board will decide matters heard by it as required by
| aw.

(b) The chairman of the board shall file witten findings of
fact and reasons for his decision with the secretary of the
board and any nenber of the board may file concurring or
di ssenting findings.

(c) A copy of the docunment evidencing the action taken by the
board on a particular matter heard by the board will be
delivered or muiled by the board to the appointing
authority, to the petitioner in the particular matter, and

BC 11-14-02



Rul es page 9 of 9

to such other classified enpl oyees as have been permtted
to enter an appearance in the matter under Subsecti on
3(h) of these rules. The board may, in its discretion,
send additional copies to other persons formally requesting
sanme at the hearing.

SECTI ON 6.  MOTI ONS

Any party interested in the proceedings may at any tinme prior to
the last day for the filing of briefs file any notions relative
to the proceedings and such notions may be acted upon by the
board at the time they are presented or may be taken under
advi senent and acted upon at the tinme the board renders its
deci si on.

RULE 3
POLI CE DEPARTMENT ONLY
SECTION 1. COVPUTI NG EDUCATI ONAL REQUI REMENTS:

1.1 For the purposes of conputing the educational
requi renments of the various classifications of
the police departnent, the foll owi ng guide shal
be used:

One (1) college credit hour to equal one (1) unit
of | aw enforcenent training.

Twel ve (12) hours of approved fornal | aw
enforcement training to equal one (1) unit hour
of training.

1.2 Formal law enforcenent training as defined by the
Bossier City Municipal Fire and Police Civil Service
Boar d:

Any |aw enforcenent training class an enployee
attends and conpletes, with or w thout testing,
wi | be considered fornal | aw enforcement
training and wll qualify for the educational
conversion formul a.
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